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HUMAN RSOURCE MANAGEMENT

BizForceOne® Overview 2011
Overview and installation

Organization Chart

BFO system allows you to save the organization chart as a MS Visio to show theimage
of the organization chart of the program BFO.

Departments

List of departments, including the following information: department code, name,
branch, business center, contact person, phone number...

The information set

V Unit: unit of usage for the day, stay away, do more... we can install in days or
hours or minutes...

V Absence code the list of storage types stay away: sick leave, annual leave, leave
the Hi, unpaid leave and wage coefficients except for the code break away...

V Overtime code: the list of overtime: overtime work shift 02, work shift 03 , extra
days off No. 7 / Sunday, extended holidays / New Year and the number of
payroll for the extra code (eg 150%, 170%, 200%, 300%) ...

V Shifts: store the code shifts the code, starting time, ending time , rest breaks and
the following information: the rate of subsidy / grant amount.
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Work Shift - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toar

CalLam Vigc v

Hcme ‘Descnpnoﬂ ‘SiarIHour |EndHuur Break Hour | Unit of Measure Code | Break Quantity | Duration Quantity | BasicHours | Monthly Quantity | OT Rate | OT Quantity | EndNightHour | StartMight Hour | Is Night | \
>

@

Code [Work ShijRecord 0/l w 4 4 Page1/0 » » W

e ————————————————————————————————————

V Code qualifications, skills codes: two lists stored qualifications and skills that
companies recognize and manage candidates and employees.

V Position code and title indexes store the information about the position code and
the code positions in the organization. The support allows the recording system
by a factor of the salary level (Level) support for the payroll.




[ Objects Explorer ‘f _JHR Position ’;?{ X

S Adion 7 ] 1R Position

General  List v Level Factor v

Code Job Title Name Status b List =
4 455V Eon ‘ Level ‘ Factor ‘ Name ‘
45 TAPVU TapVu =
46 CN Cong Nhan
46 THUKHO Thi Kho
49 CNCODIEN Cong Nhan Co Bién
49 CNCOKHI Céng Nhan Co Khi
49 TAIXE TaiXé
51 NvaC Nhan Vién QC
51 THUKYCT Thu Ky Cong Trinh
51 GSCT Giam Sat cang trinh
52 NVVP Nh&n Vién Van Phong
52 THUQUY Tha Qui
53 NVKTOAN Ih&n Vién Ké Todn
54 NVBH Nhan Vién Ban Hang
54 NVMARK Whan Vién Warketing
54 MVMH Nhan Vién Mua hang
54 PBPBAQTRI Phd B4 Phan Bao Tri
54 TBPHC Trrdng Bd Phan Hanh Chinh
54 TBPSX Trréng Ba Phan San Xudt
54 TBPTC-HC Trrdng Bé Phan TC-HC
54 HOCVIEN HocVién
55 KTTH Ké Todn Téng Hop
55 TBPBT Trrdng Bd Phan Bao Tri
55 TBPNS-QTVP Trudng Bé Phin NS - QTVP
55 TBPSX Trréng Ba Phan San Xudt
57 DDLDQA Dai dién LD kiém trudng BP QA
57 PGDTC-HC Pha GB TC-HC
58 GDTC-HC Gidgm BdcTC -HC
~ o T -E(MF“(H 3 B
Code [HR Position] Record /35 w4« 4 Page1/1 » » M
Done
—

1 Code for equipment and information security staff: recognition of the device are
stored by the employee, the history of use of such equipment. Also note some
important information by the employee held for transfer back to his successor.

T Relationships: the list of stored relationships in family and social workers.

1 Code is not positive, reward and discipline: the list of codes used to support
future statistics.

T Health insurance, social insurance: the list of recognized social insurance
numbers and health insurance...

Careers

Planning recruitment

Recruitment plan include the following information: identification of the plan (demand)
recruitment, code positions and recruiting, hiring department, the number of employers
expected. And requirements: professional, educational level, years of experience, work
area, age, gender, salary, other skills...
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HUMAN RSOURCE MANAGEMENTL/1/2010

~

and sysadmin HR Recruitment - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toan
[ Objects Explorer | [E1HR %) *
Action + -
J HR Recruitment
General  List =
E C.. Description Position C... No OfP... ‘Recruit Department Profession Ind... Min Education L... Created Date Requirement Remark No Of Recruit
E Re e e g Giam B queq 008 -
*
e [HRReCrutmentiRecord 11 w4 Page 11 » » M

e —————————————
Candidates
1 Resumes

Stored in the system and the list of key data used for the analysis of the candidate's
information: personal information, skills, information on work experience and the results
of the simulation phase problem. When formal recruitment, the system provides
functionality that allows copy all the information of the candidate to employee records.




[ Objects Explorer 'f@HRApp«wm ’il x

Acti - -
N\ _Adion v ] HR Application

[No [Lastiame [Firstname [Posttion Code | RecrutmentCode |Male | MaritalStatus | YearOfExperience | | SalaryFrom | salayTo I
=

)

etail

Skill

ducation

Working History

erview

cument

=z lz=l=llell=]

ddress

[ 0 |
™ | EditFitter |

- [HR Application] Record0/0 wi « 4 Page1/0 » » W

v

T Job Application:

Management functions allow detailed record of each recruit, storage of documents /
files of the candidate software and the results of the examination stage / interview.

Recruitment process: interview, examination

Noting the information the results of the examination period, interviews... in the
recruitment process. The basic information: time planned interviews, interview time,
scores / evaluations of the job.
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) FliBs B Ca N © sysadmin < 1 HR Application - BizForceOne Bplorer 621 (Buld 635421 DamnEmmnzn11fn'mu-u'rn1m =T g

[ Objects Explorer Ijg HR Application x| x
. Adion ¥ ] pp Application

tail List v

‘ Interview Code | Plan Start Time Plan End Time Actual Start Time Actual End Time Total Paint Result Code Note. ‘
-

Ski

Education

HBEBRRR

Working History

Interview

Document

[zz]

dress

(=] | Eait Finter|

" [HR Application] Record0/0 wi « 4 Page1/0 » » W

e ————————————————————————————————————

Training
T Training courses

In BFO system, training can be interpreted as training needs or training plans. The
training includes basic information such as ID number (generated automatically), the
name of training, of course, from day - to date, the training, trainers, training cost ...




R Course - BizForceOne Explorer 6.21 (Build 35421) Demo Edition 2011 for Huu Tosn

[ Objects Explorer Ij@ HR Course | X

N Adion ¥ [ e Course

List List v

EE(E]H No Course Name Course Type Trainer Lecturers From Date. To Date Cost Currency Class Time No Of Learners Rating Code Work Center Source Code Reg
> a g/000 e e 0 RA 00 RA 00 008 008 0.00 D
Training/0002 | Negatiation cio TRAINEE0D1 TRAINEE00Z 11/25/2008  11/25/2008 500000 USD
*
Employee Course v
Detail
Employee Course v
Employee Code | ResultGrade | Remark | Cost | Course Code | Rating Code | Mark
Y 000 00.00| Training/000
0002 Excellent 500.00 Training/0001
0003 Good 500.00 Training/0001
0004 Oustanding 500.00 Training/0001
%
(] Edit Filter
v [HR Course]Record 122 w4 4 Page 11 » » i

V Training course
The details of the training: which employees participate in tra ining, the evaluation
results on the presence and cost of each employee to participate in training;

1 Person / organization of training

List of persons / organizations trained to record contact information and identificati on of
training and organization. You can set list includes organizations and individuals
involved in organized training.
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HR Trainer - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toan

[ Objects Explorer 'f@HRTrane« ’21 x

S Adln 7 ] pR Trainer

List List v

E]E(BH Code Name Profession Type ‘Company Code Address Phone No Fax No ‘Contact Person
> ROO ompa ROO

TRAINEEOD1  Phan Cong Person TRAINEROO1
TRAINEEOO2  Thomas Person TRAINER001
TRAINERD02  Apics Company

TRAINEE003 Person

TRAINERD03  Pai Hoc Kinh 18 Company
TRAINER004  Pai hoc mé ban céng Company
TRAINEROOS  Pai hoc tai chinh ngan ... Company

TRAINEROOG Cao ding ki nghé Person

™ | Edit Filter |

Code [HRTrainer|Record 9 w « 4 Page1/1 » » M

|

T Training evaluation

Training evaluation noted the information the results during and after the training
ended. The information is recorded: the cost of attending training, the results achieved
in classification / scale...

Employees

Employee profiles is the most important portfolio management module in human
resources and payroll. The list is a list of employees including more information: contact
information, personal information, and information on work history and information on
gualifications, information on employee relations, informatio n skills and historical
reviews...




| Objects Explorer || =] Employee % x

N\,_Adion v ] Employee

Ovenview  Search v  (Mission Allownace

Name % Working History
Detail
List v Skill

[Se‘“p No No 2 Name FirstName | LastName |JobTite [Workin. [D. |wo. [StatWorkin. |LastWa_ |Oficial . |BirthDate |ID CardNo Date ofiss|  (_Qualification

[Cumrm B 0oo omas omas Nguye A guye! 0 4/16/200 41161200 980 O (— Trainng )

: 0002 Alex Alex MNguyen 011 6/2712007 4162007 612712007 6/27/2007
[Ledger 0003 Zidan Zidan 7111/2007 411612007 7M1i2007 71112007 @
0004 Aman Aminh 01 210 101372007 4162007 10/13/2007 101372007 ( Rating )
[PBY slip 0005 John Luc L 3/28/2008 312812008 312812008 28/2008 | (" Commendation )
NVO8/0007 Jeffy Jeffy Quang MNguyen Minh 2/16/2009 21712009 2M7i2009 2/17/2009 @)
NVO08/0008 Maddox Maddox Maddox 2/24/2009 212412009 2/24i2009 2/24/2009 (E

oo m

E0O0O0O0®O

[ 7.00/ ‘

™ Edit Filter

. [Employee]Record 17 w4 « 4 Page/1 » W M

Done

Work ing experience

Includes personal information: full name, birth date, address individual - can save many
addresses for each employee.

Information on work experience: location code / job title, job description, the results
obtained, the notes on the process of the job, wages finally achieved, time limits work
of each position...

Group informa tion qualifications, skills, relationships

Group information on qualifications, skills and relationships is a set of matrices for the
purpose of saving a lot of qualifications, skills and relationships to each employee.

Update qualifications include a degree code, learn from day to day, limited use,
classification results, the cost of education, schools, national quality standards, the
payroll number, qualifications. what is considered the highest...

Information skills: skills identification and classifi cation review / scale for skills, years of
experience for that skill...

Information on the relationship of employees: relationships outside the family and the
families of employees, including the following information: close relationship code, full
name, field work / management ...

HUMAN RSOURCE MANAGEMENTL/1/2010
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Job Description

Job descriptions are stored in the system in two forms: textual description of the
attachment (file software: image, word ...) is attached to each job position code and job
description in the format code functions of the job.

The encryption features the work of employees and to scale is the amount of job
descriptions, assist in the evaluation work of the staff and assist in salary, bonus
calculation.

Labor contracts

Labor contracts are managed more for each employee in the system. Each employee
can have many labor contracts in the system and each time the default would have a
labor contract in effect.

Labor contracts may contain information such as date of trial, ending a trial; the
agreement on salaries, allowances and bonuses; the agreement on the number of days
of leave, annual holidays; job description and the plurality of experiments; payday ...

lecon- S

Command sysadmin

[ Objects Explorer '[ =] HR Employee Labor Coniract2 ’;?] x

. Adion 7 ]2 Employee Labor Contract2

[_Labuur Conlract List Contract Identification v Payroll Factor Information v @
_Detzil Labour Contract Gontract Temelate u Basie Salan ﬂ (__Print )

Contract No Responsibility Allowance 0.00f=]
Contract Date m Mission Allowance —U[I[llﬂ
Job Position W5 [l Arealowance T o
Job Description ﬁ Target Allowance —U[I[llﬂ
Ascaleofsalaies | |v] HazsaAlowance T o
Level —u Hard Work or Oversea —U[I[llﬂ

Working Time , Facility Allowance o
From Date m House Allowance —U“Ulﬂ
To Date [7] Otmer Allowance v00fv]
Probation FromDate | [*] Payoll PaymentTerms v
Probation To date 7] saaycumency fmo
Work Time Type A partiat Payment =

Contract Terms B | vance Baynay
Supenvisor D
Provided Equips T Tl +onesyanoannual Leave v
Protection Equips [ mmvaiPushoidays 0]
Other Agreement | snnualLeaveDays 0
OT Allowed O
Working Allowed 0

Emploves Cods [HR Employee Labor Contract2] Record 11 4 « 4 Paget/1 » » M

Done

HR Evaluation

Evaluation criteria




Target system assessment BFO userdefined and provisions applying to use. Target
assessment gives users three assessments default: scale, according to a ranking and
classification.

Integrated evaluation indicators with the provisions of the personnel evaluation, reward,
discipline and compensation for each employee / department.

Evaluation

This function allows users to record the results evaluated against the targets set in the
above list. Some support for the system of automatic data output: evaluation wilderness
vacation, overtime, turnover and work performance of the process: delivery, buy
success, collecting more time...

A =) [ T = & — 2 =2 M Fist “ ] i} )

.,{,l’ % = ;}J X i BT a. .;s' =3 g &4 previos (I R ] (ZF | @ Hep X

Home Refresh  Save Add  Delete Report Export Sort  Fiter Group Show Al Reltion Analyse » Next Last I J . User Security Close Q Help Tip Bxit
o Excel | - - i B &

Standard Actions Navigation Themes System

Human Resource Rating

Overview List A
Detai Code |Name Description | Type |Maximum | Minimum |Best Order |Best Grade Order |Totaling |Indentation |Field Type |Operation Flow Type |Source Type |Status
b0l Fuffilment Al 0 (1] 0 New
02 Target All 0 0 0 New
*

v Edit Filter

Code [Human Resource Rating] Record 1/2 @« page1/1 » » mi
Modules | [ Human Resource Rating x

Done

Discipline, rewards

Discipline includes the following functions: set list of codes of discipline and disciplinary
record. Spending discipline can get integrated with disciplinary action: except bonus,

HUMAN RSOURCE MANAGEMENTL/1/2010
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except allowances, warning...

AL = Lk ) nd sysadmin ; Discipline - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toa

("Objects Explorer | [ =] Employee @l x

Adion 7 | piscipline

List v
Code Description

>
Absence Absence
Tergetless Targetless

*

Code [Discipline]Record 13 e « « Page 11 » » m

V Similar reward and discipline, including two main functions are recorded set list
reward and recognize the reward. reward and recognition are integrated with
compensation: bonuses, increases and allowances..

- r W o4 Commendation - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu T
% EViF § @ nd sysadmin

("Objects Explorer i 1 x

Aon 7 ] commendation

[ w .

Code Description

>
Target Target
#

®
Ccde’—| [Commendation] Record 112 we « <« Paget/1 » » W




Internal Comm unications

Internal communication is a feature of the system allows the department / employee in
the company to share information with any type of format files. This feature allows you
to store information: written to, the written documents of issuance of the written
response...

Timekeeping

This function serves to record hours and hours on the staff, and supports integration
with the timekeeper to stop the automatic data import.

In the case of timekeeping manually, the screen will show signs of employees in the
company, the employees in the state: working out, waiting on ... This function combines
the functions of registration shift to determine the time to do the staff, monitoring
against the registration and break away to signal more accurate availability / absence of
staff.

Here is the registration screen shifts and work content.

L=

3 SEEY B MYEZE =5 & ¢ M oom ¥ @ ew
Home | Refresh Save Add Delete ReEnrt BET[nEr‘t Snvrt Fiter Group Show Al v Anajvse W et last [ [l LIserSve(untv Cose | @ Help Tip | BXt
Standard Actions Navigation Themes System

Employee Timesheet
Overview Employee No/CMND  |Name |Date of Issue | Place of Issue |Note |[DateIn |TimeIn |Date Out |Time Out |Department |Work Shift |Approval By |Approval Date

Statistics

v Edit Fiter

Emplovee No/CMND [Employee Timesheet] Record 0/0 w« « <« page1/o » » w
Modues | wwwbmivn | ]Employes Tmesheet x

Dane

Absence register

Sign up to stay away for the reason code analysis break away, a checklist system that
allows users to define the cause of break away.

HUMAN RSOURCE MANAGEMENTL/1/2010
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[ Objects Explorer '}@Employeemsmﬂeqsm ’i] X

Acti . oy
Adien ~ | Employee Absence Reg

Ovenview FilterbyUsend || Filterby Department
Eem ‘ Posting Date ‘ Employee No ‘ Depariment | Cause Of Absence | Name | FromDate |ToDate |WorkShit |Description |Quanfity |UserlD | Crealed Date | Status | ‘ ( Approve )
* __ReODen
£ Edit Filter

PostingDate| | [Employee Absence Register] Record 00 i « 4 Page 10 » » M

I —

Vacation registration function supports the distribution rights for the approval and
recording leave of absence as reason codes, the number of stay absent registration /
edit.

Overtime Register

Similar to stay away registration function, registration allows the use r to add records
and authorization approved by recognized cause of the extended amount of time to do
more...




Employee Overtime Register - BizForc

[ Objects Explorer '}ggmpmeemﬁmemgﬁm ’ii

N\ _Adion v ] Employee Overtime Register

Owerview Filter by User ID % Filter by Department % E ]
E - | Posting Date [ Cause of Overtime | Description [ Employee No [Name | From Date [ToDale [UnitofMeasure Code | Quaniity [Workshit [Department [UserlD [CreatedDate | Staius N ( hoprove )
etai
* _—Reooen
] Edit Filter

Fosting Date

[Employee Overtime Register] Record0/0 w « 4 Page1/0 b » M

|

Payroll

Public payroll and personal income scale

States managed payroll in payroll setup screen. Payroll allows users to specify, define
the system created by hand or create on the public use sample data of the previous
period. At the same time update function work hours, will perform the update, the

number of hours the employee of the month fo r the work shift was registered .

HUMAN RSOURCE MANAGEMENTL/1/2010
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Human Resources Setup - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toan

[ Objects Explorer l}g Human Resources Setup ’ii x
Adion 7 ] Human R Setup

List List v ( Create Period

Em Payroll Year Period Code | Year Start Year End Begin Period End Period Begin Period Ho. End Period HOUTS ... Foreign Currency Exch Rate (éda(e Monthly Hou
> 2008 7| 11112008 12i31/2006 | 7112008 7I31/2008 7112008 712812008 0.00

Ecome Tax Setup | **

@

PaviollYear | [Human Resources Setup]Record 1/1 i « 4 Page1/1 » B W

_

In the settings window for personal income tax that allows users to record information
about the specified percentage of personal income tax on gross wages Table settings
are copied as the first payroll period, in case users use to create automated public
payroll.

Salary group

The salary scale is £ install using the following criteria: type of food (formal,

apprenticeship, business salaries, wages accounting..), rank pay, Grade, rank and
position... to set the ratio or number money paid for each item: basic salary, allowances
shall, housing allowance.




HR Payroll Level - BizForceOne Explorer 6.21 (Build 635421) Demo Edition 2011 for Huu Toan

[ Objects Explorer lj@HRPaymuem ) X

. Adion ¥ ] UR Payroll Level

General  List

-
EE(E]H Category Scale Level Position Code Base Salary Target Allowance Responsibility All Facility Allowance Hazaa Allowance Hard Wark or Oversea Mission Allowance Area Allowance :h
b3 CHINHTHUC 1 42 850,000.00 0.00 0.00] 0.00] 0.00] 0.00] 0.00] 0.00]
KHOIDIEM 1 42 782,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 42 1,020,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 1 43 935,000.00 165,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 1 43 860,000.00 152,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 43 1,122,000.00 198,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 1 44 1,029,000.00 182,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 1 44 946,000.00 167,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 44 1,234,000.00 218,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 1 45 1,131,000.00 200,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 1 45 1,041,000.00 184,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 45 1,358,000.00 240,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 1 46 1,244,000.00 220,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 1 46 1,145,000.00 202,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 46 1,493,000.00 264,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 1 47 1,369,000.00 242,000.00 0.00 0.00 0.00 0.00 0.00 000
KHOIDIEM 1 47 1,259,000.00 222,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 1 47 1,643,000.00 290,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 2 43 1,506,000.00 266,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 2 48 1,385,000.00 244,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 2 48 1,807,000.00 319,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 2 49 1,656,000.00 292,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 2 49 1,524,000.00 269,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 2 49 1,988,000.00 351,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 2 50 1,822,000.00 322,000.00 0.00 0.00 0.00 0.00 0.00 0.00
KHOIDIEM 2 50 1,676,000.00 296,000.00 0.00 0.00 0.00 0.00 0.00 0.00
THUCTHU 2 50 2,186,000.00 386,000.00 0.00 0.00 0.00 0.00 0.00 0.00
CHINHTHUC 2 51 2,004,000.00 354,000.00 0.00 0.00 0.00 0.00 0.00 0.00
@ :

Category

I ———
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Payroll ltem

List salaries for declaring and defining formula of each item paid wage.

For example, the basic wage by the labor contract...

The list includes all wages paid items that businesses use. After installation is complete
the list of salaries, we will make salaries grouped by each group to report that the

group would pay the salary of any item Item.

For example, wage accounting group, there is no allowance in sales, business team,
there is no allowance made more...
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List of team salary

Groups wage parts or by other criteria will assist in the management of food that are
easy and for the statistical reports more quickly. The system will remove the food items







